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FROM ¢ CTA Records Administration Officer

SUBJECT: Apnual Report of Records Eoldimgs and Fauipmsnt Inventory

1. This is a reminder of the need for a report of your reeords hold-
ings and awount of records destroyed during the past iscal yeszr., In
addition, an iaventory of filing equipmens s requested.

2. The statistical date will ehable us ¢o measure the effeetivenass
of the Records Mamagement Prograw ia the Ageney ard will provide the
basie informatiorn for wy report to the FNatiomal Archives aad Records
Serviees, GSA.

3. Your Pindings wsy be reecorded below apd trapsmitted to my office
by 16 August 1963. IF you have any difficulty in wveeting this deed-
line, plezse call we,
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RECORIS EQUIPMENT
Fo00, en., £4. of records Type Huzber
on hand 1 July 1962 ’
fafes
R670 eun, £6. of records b .graver 74
on hand 30 Jume 1963 5-draver 7
2-draver
64/ eu, ft. destroyed during -
FY 1963. (Do not inelude Cabinets
thoss destroyed by the 5-drewer /0
Reecords Center.) k-drever /4
card sizes
(3x5, 5x8, s7 (Fxs)
IBM, etc.) ¢ (sx¢)
25 YEAR RE-REVIEW| Map cases /
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